PML 95-050 ATTACHMENT A
1996 EXCLUDED EMPLOYEE TRAVEL RULE REVISIONS - SUMMARY

Attached are the proposed excluded employes rule revisions. If there is currently an
excluded employee rule in force, there is a proposed revision. If there Is currently a generic
rule that applies 1o both excluded and represented employees, then we have daveloped a
“"new" rule, generally hased on the subject and content of the generic rule, but dedicated to
excluded employees. The "new” rules are totally underscored. This summary will help you
pick out the highlights in those fElES that are totally underscored.

These rulas and revisions are proposed to be adopted effective 1/1/96. This package does
not contain rules that apply to represented employees, volunteers or persons being recruited
from outslde state service.

599.615.1 SCOPE - EXCLUDED EMPLOYEES (new from 599.615)

Clarifies State's authority to control travel, clarifies that travel is approved and expenses are
incurred in order to conduct official State business; strengthens signature office's
responsibility in certifying travel; states receipt requirement at $25 and more unlass
otherwise spacified. '

599.616.1 - DEFINITIONS - EXCLUDED EMPLOYEES (new from 599.616)

adds Long Term Assignmants, other clarifications.
Statres 50 mile distance from headquarters for per diem.

589.619 - REIMBURSEMENT FOR MEALS AND LODGING - EXCLUDED EMPLOYEES
(revised)

Clarifias non-claimables to lodging and/or meals provided at no cost to the employee, places
this itemn in introduction to the rule, refers 1o 624.1 (Contracting for Meals/lodging).

(a) Eliminates non-receipted lodging of $24.99 and $37 meals/incidentals as an option when
no lodging receipts are available.

Establishes lseave and return timas for claiming of meals on trips of more than 24 hours;
specific time frames for the claiming of meals for partial days of less than 24 hrs (mirrors
represented employese time frames)

(b&¢) Increases noncommercial and long term lodging rate to $24 to match $24 meal rate
(tot. $48)

(c) Provides a new option for of reimbursement for long term assignments: up ta $1130 for
receipted rent and utilities and $10 per 24 hours for meals and incidentals,

(d) Defines out of state travel

(e) Provides short term out of country actual lodging and meals/inc. at Fed. Govt. rate;
provides for DPA/Appointing Power negotiations on long term out of country rates.

{f) Provides for Appointing Powers to make exceptions

Misc. clarification and rearrangement of rule items




599.623 - MISCELLANEQUS MEAL EXPENSES - EXCLUDED EMPLOYEES (revised)

(8) provides for the reimbursement of an "overtime" meal for other than WWG 2 employees

under certain circumstances
(b} clarifies Business Meals; clarifies that rates are as in 599, 619

599.624.1 - CONTRACTING FOR MEAL AND/OR LODGING EXPENSES - EXCLUDED
EMPLOYEES (New) -

]
Adds provision that departments may contract for groups or individuals at or below the

maximum meal/lodging rates. )
(d) limite individual reimbursement to that which is contracted for under this rule should the

employee attend the function and not use the contracted facilities.

599.625.1 - RECEIPTS - EXCLUDED EMPLOYEES (revised)

{a) combines receipt requirement exception for imisc. fares, tolls, shuttle, (previous $25),

and parking (previously $6), to $10.
(b) removes lost receipt disclaimer, provides that items not satisfactorily explained may not

reimbursed.
(c) provides that appointing power may require additional substantiation.

599.626.1 TRANSPORTATION EXPENSES - EXCLUDED EMPLOYEES (NEW FROM
599.626)

{DEVELOPED FROM A PORTION OF 599.626. Sections of 599,626 that applied to remote
headquarters have been moved to 626.2, and sections that applied to aircraft have been
moved 1o new rule 599.628.1)

(b) adds cost comparison requirement

misc. clarification language

599.626.2 - REMOTE HEADQUARTERS - EXCLUDED EMPLOYEES - (NEW FROM 599.626)

moves language from existing rule §99. 626; extends "remote” to 50 milas from
headquarters to available housing; minor clarification lang,

599.627.1 SPECIAL TRANSPORTATION - EXCLUDED EMPLOYEES (NEW FROM 599.627)

Minor clarification language
599.628.1 - TRANSPORTATION BY AIRCRAFT - (NEW FROM 599.628)

Absorbs some language deleted from existing rule 599,626; increases insurance
requiraments to bhe consistent with industry standards, maintains existing flight time
requiraments, minor clarification language throughout.




599.629.1 - RAILROAD TRANSPORTATION - EXCLUDED EMPLOYEES (NEW FROM
599.629) '

Changes deportation language to direct referral to INS
599.631 - TRANSPORTATION BY AUTOMOBILE - EXCLUDED - (REVISED)

Adds clarification language.

599,633.1 - TRAVEL REIMBURSEMENTS WHILE ON SICK LEAVE, VACATION, OTHER PAID
LEAVE, OR CTO -EXCLUDED EMPLOYEES (NEW FROM 599.633)

clarifies, assigns authority for extension to appointing power

599.635.1 - ATTENDING CONVENTIONS AND CONFERENCES - EXCLUDED EMPLOYEES
(NEW FROM 599.635)

Expands State sponsored conferences/conventions to allow more flexibility in planning and
contracting for functions; states items specifically excluded from reimbursement. Removes
$150 lodging limit on non-state sponsared conferences

599.636.1 - RETURN OF DECEASED EMPLOYEF - EXCLUDED (NEW FROM 599.636)
Adds more flexibility and clarification.

599.638.1 - EXPENSE CLAIM FORM - EXCLUDED EMPLOYEES (NEW FROM 599.638)

clarification language.only




PML 95-050: ATTACHMENT A

DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 2. Traveling Expenses

{a) Itis the purpoge of this Article to provide and define reimbursement for the actual and
ne -0f- officers, _emplovees, and agents because of
travel on official state business. Fach state agency 1 rmi i methe v

i 1 3 St aqe 3 ing a necessity far travel and that sy
ravel repr i 2 the necessitv and method of travel, Jocation

and lodging have been determined, reimbursement shall be governed by these sections. The

that the items claimed are appropriate and in keeping with these rules. State agencies shall not
have discretion 1o provide reimbuyrsement at a lower amouwnt unless such discretion is specifically
authorized by rule. Unless otherwise specified, receipts are required for each item of expense of
$25.00 or more.

{b) FEor the purpose of regulations gaverning claims for reimbursement an excluded
gmg!gxgg is: _an employee as defined in Section 3527(b} of the California Government Code {(Ralph
C. Dills Act): a non-elected officer or emplovee of the exgcutive branch of government who is not a
NOTE: Authority cited: Sections 19815.4(d), 19816 and 13820, Government Code. Reference:
Section 11030, Government Code.

599.616.1 Definitions -- Excluded Employees.

For gt f this Article, the following definiti il v:
{a) Headguarters. Headquarters shall be established by the appointing power for each
state officer and employee and_shall be defined as the place where the officer or employee spends
the laraest portion of hig/her regular workdavs or werking ti la i returns
on_completion of gpecial assignments, or as the Department of Personnel Administration mav define

in_special situations.




) Wbarg an gfﬂca building or similar defipita place Qgﬂgmmgg the gmgloyeg'g

Wmmed by the normalmmmm.dm_f.e_
{2} Where the major portion of an employee's working tima is spent within 3 specifically

assigned or limited geographical area, sueh as 3 patrol area or beat whera the same routes are
ravel ly and routinely on one-day trips, no per diem expenges shall be allowed at any

location within $0 miles from anv peint in this assigned area as determined by thae nommal commute
istance.

In aorder to insure equity in special casas, agency heads mav digregard this subsection and
authorize individual claims based on-subsection {1} of this rule.
{3) Ip cases where adherence 1o the 50-mile limitation creates an unusyal and unavoidabla

hardship o the officer or emplovee, exceptions may be granted by the appointing power,
{4) Emplovees on travel status for less than 24 hours may claim subsistence expenses

incurred before. duting, pr after the regularly scheduled workday in accordance with Section
599.619.1(a).
{b) Residence. A place of primary dwelling shail be designated for each state officer and

emploves. A primary dwelling shall be defined as the actu

bears the most logi elati i loyee's headquarters and shall be determined without
teaard 1o any other legal or mailing address. However, if an emploves iz temporarily required 10

dwell away from his/her primary dwelling place due to official travel away from_headquarters, and
said primarv dwselling is either inhabited by his/her dependents or is maintained by the emploveg at a
net monthly expense in excess of $200, such dwelling place may be continued as the emplovee's

designated primary dwelling.
{1} No reimburs f . di her subsistence expenses shall be allowed on the

premises of an emplovee's primary dwelling.
{2) An employee shall have only one dwsllinpg at which travel expenses are prohibited.
(3] When an emplovee maintaing more than one dwelling, meeting the definition of

i ‘ h in Section 599,616.1(h) and the employee is required icially travel 1o the
location of the secondary nglﬁgg, he/she mav_claim _the noncommercial subsistence allowance
rates defined in Section 599.619.1(h},

{e}) Travel Expenses. Travel expenses inclyde:
{1} Meals and [ odaing incurred as a result of business travel away from headquarters in

r a uginess

(2} Transportation expenses incurred in order 1o conduct Srate business

{d) usi Ex . _Busi xpenses consist of the charqges for business a calls

and telearams; emergency clothing, equipment or supply purchases; and all other charges necessary
to the completion of official business. Any emeranency purchase shall be explained, and if over $25




must be appraved by the department head, deputy, or chief administrative officer.
[e) Protactive Services. A member of mg i ia Hi hw | assign rovi

m MWWEWM veling wi

that the travel expenses were incurred while the claimant was assigned 1o protect said individual.

[3) Claims submitted under this section shall not be subject 1o the limitations of Section

599.616.1(a).

[fl Long Term Assignment. Any assignment of 31 days or more to a given location other
than headquarters. A Long Term Assiqnments is Tvpically given for a project status job that

requires tha extended presence of an employee for a period in excess of 31 days buz is not
considered permanent due to the temporary nature cf the assignment, the appointment, or
scheduled completion date of the project. The employee’s return home for weekends or incidental
short term travel 1o another location daes not break the continuity of a long term assignment.
Nota: Authority cited: Sections 19815.4(d), 19816, 19820(a) and 19849.5, Government Code.
Reference : Sections 11030 a_nd 14613 Governmeant Code.

599.819. Subsistencse-Allewanee Baimburgsement, for Meals and Lodging-Excluded Employees.

The exeluded-employee on travel status shall be reimbursed actual expenseas for lodging,
meals and incidentals expenses_as provided in this section, unless directed to travel under the
provigions of 599.624.1. Lodging and/or meals provided by the state or included in hotel expenses
or conference fees, or in transportation costs such ag airline tickets, or ptherwise provided shall not
be clajimed for reimbursement. Snacks and continental breakfasts, such as rolls, juice and coffee,
are not congidered 1o be meale. The circumstances of travel will determine the rate allowed.

(a) Short-term Travel. Reimbursement for short-term subsistence will be authorized gnly
when the traveler incurs expenses eemparable-te-those arising from the use of geed reasonable,
moderately priced commercial ladaing and meal establishments, guch ag hotels, motels, bed and
breakfast inng. restaurants. cafes, diners, gtc. that catering to the general publi¢. _Lodaing receipts

are required. The short-term rate is intended for trips of such duration that weekly or monthly rates
are not obtainable and will be discontinued after the 30th consecutive day assigngd to w one

location unless a-eentinuation an extension has been previously documented and approved by the

appointing power. After-30-censeeutive-days-r-onclecation an-employee may claim-the




long-terrm—allowsanee~ |n extending shorg term travel, the appointing power shall consider the

expected remaining lenath of the travel assignment.
{1} In computing reimbursement for continuous ghorn term travel of more than 24 hours

and less than 31 consecurive days, the-exeluded employee will be reimbursed for actual costs up to
the maximum allowed for each meal, incidental, and lodging expense for each complete 24 hours of
travel, beginning with the traveler's times of departure and return, as follows.

(A} _On the first day of travel on a trip of 24 hours or more: )

Irip begins at or before Sam: breakfast mav be claimed on_the first day
Irip beaing ator before 11am:  _lunch Jai on the first d
Trip begins at or_before Spm: dinner may be claimed on the first day

{B] On the fractional day of travel ar the end of a trip of more than 24 hours:

Trip ends_at or after 8am: brezkfast may be ¢laimed
Irip ends at or after 2pm: lunch may be claimed
Trip ends ét or after 7pm: dinner may be claimed
if the fracrional day includes an overnight stay, receipted {odaing may be ¢laimed. No meal or .

Jodging expenss may be clairned or reimbursed more than once on_any given date or during any 24
hour period.

maxmum ~_Reimbursement shall be for actual expenses, at subject to the following maximum

rates:

+HMeals:

' Breakfast .......... e vev.... § 550
lunch . ....... ..., et ieaea.- 8 950
Dinner . ........... P e e $17.00
Supplement ncidentals . . ... .. ......... $ 5.00
Fotal = vvrvvrsrsvrryrrsrrrvrrrssrr —S27/00

Begeipts are not required for regular short term travel meaals.

2} Lodging:

AA}—OCtatewiderRoFeeeipts— rrvvrrr T T r 7 7 7 - - ~Lipto-$24-88
B} Statewide, with receipts . ....... v« e... Actual up to $79.00 plus tax

If lodaing receipts are not submirted, meal and ladging reimbursement will he at the nancoemmercial

rates stated in (b) below.




heur—the actual eest gxpepses, up to the maximumy in (C) above, will be reimbursed aHewed for
the-folowing breakfast and/or dinner and/or lodging-will-be authorized-when-apprepriate-expenses
havo-been-ipeared _in accordance with the following timeframes:

Travel beqins at or before 6 a.m. and ends at or after 9 a.m; _ Breakfast may be claimed.

Iravel beqing at or befare 4 p.m. and ends at or after 7 p.m: __Dinner may be claimed.

If the trip of legg than 24 hours includes an gvernight stay, receipted lodging may be claimed.

No lunch or incidentals may be reimbursed on travel of less than 24 hours.

O ibe he DaFtReN rrel-Administration: Noncommercial Travel.
Reimbursement for noncommercial subsistence will be authorized when the gvernight traveler dogs
net submit a lodaing receipt, or does not stav in a commercial i ut incurs expen
arising from the use of noncommercial facilities such as, but not limited to, houge trailers and
camping equipment or when staying with friends or relatives, or in a secondary residence. An
employes may claim $24.00 for meals and incidentals and $24.00 for lodging for travel of 12 hours

up to 24 hours: either $24.00 for meals or $§24.00 for lodging for travel less than 12 hours.




wraveHess-than-12-hours:

(c) Nereommersial-Fravel Long-term Travel. Reimbursement for long-term mseals and
lodging will be authorized when the traveler incurs expenses in one location comparable to those
arising from the use of commercial establishments catering to the long-term visitor, Relrbursement

: iat-subsi m horized-wi ; tori by
I - a F ' F v ‘ E -'. - . ' - ‘ l- . I ; ' : n‘ I
eFRpIRg-equiprRoRt-or-wheR-stoying—with-frends-or relatives: Meals and/or lodging provided by the
state shall not be ¢laimed for reimbursement. With approval of the appginting poawer and ypan
masting the criteria in (3} below, an employee on lang-term field assignment who is living at the

long term [ocation may claim either:

U )—Ar-excluded-omployee-may-olaimWithour receipts, $24.00 for meals and incidentals
and $23.0024.00 for lodging for travel of 12 hours up to 24 hours; either $22-5824 00 for meals

or $23.6024.00 for lodging for travel less than 12 haurs=,_or

{2) Reimbursement for actual individual expense, substangiated by receiptg, for lodaing

ytility gas and electricity, up to a maximum of $1130 per calendar month while on the long term
assionment, and
$10.00 for meals and incidentals, without receipts, for each period of 12 to 24 hours;
$5.00 for meals and incidentals for periods of less than 12 hours at the long term location
{3) Teo claim expenses under ejther {1} or {2) above the employee must meet the following
E[i:gtia.
(A} _the employee continues to maintain a permanent residencs at the primary
ead ers an
{B) The permanent residence is occupied by employee's dapendents. or
(Gl The permanent residence is maintainad at a net expense to the employee exceeding

$200 per month.

{0} The employee must submit substantiating evidence of these conditions to the
appointing power in accordance with jts requiremants. '

4] Employees whg do noy meet the eriteria 1o claim (1) or (2) above may claim $12.00
for meals and incidentals and_§1 2.00 far lodging for every 12 hours rm _location;
$12 for meals OR lodging for periods of less than 12 hours at the lang term location.

P




(§) With approval of the appointing power, the reimburgement of long term lodging may
continye when the emplovee is away from the long term location on short rerm business travel or
ather absences from that location as approved by the appointino authority,

(d) Out-of-State Travel. Qui-of-state travel is anv travel outside the State of California for
the purpoge of conducting business outside the State of Cafifornia. For short-term out-of-state

travel, smployees will be reimbursed for actual lodging expensas, supported by a receipt, and will be
reimbursed for meal and incidental expenses as defined in Section 599.619(a)}{H. Failure to furnish
lodging recaipts will limit reimbursement to the ledging noncommergial travel rate specified in
. Section 599.619{aH2HA} (b). Noncomme crat-out-of-state-travel-will-be-reimbursed-aceordin
Seetion-b88-8384el Long-term out-of-state travel will be reimbursed according to

Section 599.619¢b) (c}.
{e} Out-of-Country Travel. For shorr-term out-of-country travel, employees will be

reimbursed for actual lodging expenses, supported by a receipt, and will be reimbursed for actual
meal and incidental expenses ass-defined-ir-Section-630-818{aH subiect 1o maximum rates in
accordance with the published Government meal and incidental rates for foreign travel for the dates
of travel. Failure to furnish lodging receipts will limit reimbursement to the ledgirg pancommercial
rate specified in Section 599.6159(aH24A} (b). Long-term out-of-country travel will be reimbursed
according to Section 593.619(a) through (c).

{f) Exceprions to reimburse in excess af the maximum i ited i f this ryl
may be _granted -these-provisions-to-previde-higher-subsistence-allowances may-be-appreved-in
advanee by the Appointing Power only Directoref-the Deportment-of-Reorsornel-Administration in
an emargency, or when there is no lodging available at the State maximurm rate or when it is cost
gffective. —DPRA-may-delegate-authority-te-appeinting-powers-te-approve-ledging-expensesin-excess
of-the-established-lodgingrates— The Appointing Power shall dacument the reasons for each
exception and shall keep this documentation on file for three calendar years from the date of the

exception.
NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code.

Reference: Sections 3527(b) and 11030, Government Code.

599.623. Mizgellaneous Meal Expenses-Excluded Employees.

: luded I is_defined-in-Scetion 588-615b)-cf-4! tations. |
{a} Overtime Meals. When an employee_assigned to work week group_ 2 is required to

work overtime, he/she may receive an overtime meal alewanee reimbursement of up to $8.00, To

be eligible, the employee must be required to report to work at least two hours prior 1o or remain at

least two hours past his/her ragularly scheduled work day, or work a minimum of 10 haurs on a

regularly scheduled day off or holiday.




When required to work for extended periods of time, the employee may be reimbursed for
meal expenses prescribed herein for each additional six-hourg of overtime worked-peried. No more
than three overtime meal allowances may be claimed during any 24-hour period. The rmeal time
itself shall not be incfuded in the compuration of overtime for purposes of this allowanree section.

Ageneies-eperating-faeilities-for-feeding-efficora—ermployoesrond-offictal-guests-may-furris
; : ev_|n liey of overtime meal reimbursement, agencies
operating food service facilities may furnish an overtime meal to an excluded employee. Agencies
shall maintain a record of all guest-meals furnished for this purpose. An excluded employee may
not claim reimbursement for an overtime meal or be furnished a meal free of charge if claiming per

Meals for Extended Arduous Wark . On those rare occasions when an employee who is in a
work week group other than work week group 2 would be required 1o physically or mentally work
10 hours or more (not including any breaks for meals) for an extended period of time, the emploves,
with approval of the appeinting authority, may claim_the actual cost of an arduous work meal up ta
$8.00. Such meals should only be approved when it is elear that the work schedule is consistantly
in excess of a normal full yime schedule. Occasional extra hours worked, consistent with the pature
of an other than Work Week Group 2 work schedule, do not meet the criteria for Extended Arduous
Work Mealg. '

{b) Business-Related Meals, When-tis-hecessary-feron-excluded-employed-te-conduet

B B 2R

j mployees for meal expenses in the limited number of instances where they are required
to incur such expenses in connection with the conduet of official state business with a_person or

persons from outside state government. _

When it is necessary for an excluded employee to caonduct official state business during a
meal, hae/she may be reimbursed for actual rneal expenses receipt, up to the
maximums prescribed in Section 599.619(a}{1). Claims must include the establishment, the
persons in attendance, the business conduected and the reason why the business had 1o be
gonducted during the meal period.

Business meals are not reimbursable when departments_call meetings with their own and/or
other department employees to conduct state business.

{1) To claim reimbursement for a business-related meal, the circumstances surrounding

the meal must be beyond the control of the excluded employee and it must be impractical to

complete the business during normal working hours,_such as:

{A} 1o conduct state business with a person or persons from ourside state service when
availability of the person or persons is limited and it is imperative thar business is conducted during

the meal period, ar




(B) 1o attend a board or commission meeting where artendance is mandatory and thera is

i Gea-€ Tlata atat o R O Z PRACGOFRCR B

r n ri he meal period.

[2) Claims for meal expenses where businass is incidental to the meal ar the attendance

of the excluded employee ig primarily for public or community relations are specifically prohibited.

inessy (clMeals of Appointees. Members of

non-salaried boards, commissions,'and duly constituted advisory committees may be reimbursed for
actual expenses up to the maximums prescribed in Section 599.619{a}433 when attending board,
commission, and committee meetings. The restrictions of Section 599.616 do not apply. Thaey
may not claim this if they are also claiming subsistence allowance while on travel status.

While on travel status other than attending btioard, commission or committee reetings,
appaintees may be reimbursed for expenses prescribed in Ssction 598.619.
| {(d) Excluded employees of the Department of Forestry engaged in emergency fire
suppression activities may be reimbursed for actual meal expenses without regard to emy mileagse
and time framg limitations_to the extent that circumstances reasonably require such an excention..
Emergency fire suppression activities are defined as actions taken under emergency conditions 1o

extinguish uncontrolied fires which threaten to destroy life, property, or resources.

Personnel- Administraden~—— Agencies operating facilities for feeding officers, employees and official
guests may furnish an official guest meal to_an emplovee. Agencies shall maintain a record of all

guest meals furnished for this purpose. An emplovee may not claim reimbursement for g travel or

overtime meal that has been provided as a quest meal.

NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code.
Referenca: Seaction 11030, Government Code.

599.624.1 Contracting for Meals and/or Lodging Expenses - Excluded Employees.

Appointing authorities may enter into agreements with restaurants, hotels, and lodging

establishments for the furnishing of subsistence 1o gtate emplovees at or below the rates provided

in these rules when _such methaod of handling is advantageaus to the State. When such agreements
re entered into, the vendor may receive payment either from the em roup leader or

billing the Srate on a reguiar itemized invoice.

(a) Group leaders who pay subsistence expenses for other personnel may claim

reimbursernent by submitting a vendor's invoice and a list of names of the employees whose

gxpenses were paid.




(b) Individuals who have specific meal and/or lodging expenses paid by the group leader or

department may n i imbur nt for those meal and lodging expenses per 539.619.

[e) The total pavment under any such agreement shall nar exceed the agqregate of the
subzistence allowances otherwise claimable by the participating emplovees,

{d] No individual's reimbursement shall exceed the rate(s) negotiated under the provisions
of this saction or the maximum subsistenca rates provided in these rules, whichever is less.

NOTE: Authority cited: Ssctions 19815.4(d}, 19816 and 19820, Government Code. Reference:
Section 11030, Governmient Cods.

599.6256.1. Reﬁeiptsar—-\leqehefa -- Excluded Employees.

An excluded employee is defined in Section 599.615(b).

(a)  Receipts are required for each item of expense of $25.00 ar more. As specified in this
rule, receipts are also required for items of expense of less than $25.00. Receipts ervouekers shall
be submitted with claims for every item of byginess expense incurred while awav from headquarters
conducting state busingss except for actual expenses as follows:

(1) Railroad and bus fares of less than $25.00;-where-the-fares-are-availlable-in-published
tariffe—and when travel is wholly within the State of California.—Meweves—~vovehers—must-be

britted it teas! ; ¢ irol L Pull tations. :
- ; . ideofsheS ¢ o hotel bus fares.

(2) Street car, ferry fares, bridge and road tolls local rapid transit system, faxi, shuttle or
hortel bus fares, and pérkinn fees of lese-than-$26-00 WWM
parking or each item of transportation expense noted in this item.

{3) Long-distancetTelephone, or telegraph, fax or other business charges related 1o Srate
business of 85.00 or less, ﬁ&d&t@—ﬁkﬁé&ﬁfﬂ-ﬁ&ﬁy%@ﬂ@dﬁf@-&%—uﬁb&ﬁh&i&bﬁhﬁﬁ@ﬁ%

absence of a receipt, reimbursement shall be lirnited ue to $24-88 the non-receipted
amount_gbove .—in-the-absence-of-satisfactory-explonation-no-reimbursement shalbbo-allowed—

(c)__Reqardless of the exceptions in (a} abave, the authoerity approving the claim and/or the

appointing power may require any additiona) verification, or information, he/she deems necessary to
determine that an expense was actually and reasonably incurred. _In the absence of savisfactory
explanation no reimbursement shall be allowed. [f there is reason to believe that inapprogriate non-

10




above for future fravel
NOTE: Autherity cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Codae.

Reference: Section 11030, Government Code,

599.628,1 JIransportation Expenses - Excluded Emplovees.
"{a) Transportation expenses consist of the charges for commercial carrier fares: private
WMM@@W

charges essential to thwrummgﬂmal headquarters while on authorlzggl_mj;e
business.

{b} Reimbursement will be made onlv for the method of transporration which is in the best
interast of the State, considering both direct expense as well as the officer's or employee's time.
Provided the mogde_of fransportation selected daes not conflict with the needs of the agencv, the
officer or employee may use a more expensive form of transportation and be reimbursed at the
amount required for the least expensive mode of fravel that is in the best interest of the state. Both
meodes of wransportation will be shown_op the travel glaim with reference to this section. A _cost
ggmglgriggn shall ba completed and artached to the ¢laim. Cost comparisong shall include only the
eag; ostly methods of transpeort for those expenses actually being substituted, and shall include
only the expenses of fraveling from another. Transporration expense at the travel
wark location will be reimbursed based on the actual business frarisportation expenses incurred
while at the travel location.

{g) Expenses grisi.ng from travel between home or garage and beadquarters shall not be
allowed reqgardless of the employee’s normal mode of transpartation. When a trip is commenced or
terminzated at claimant's bome, the distance traveled shall be computed from either his/her
headquarters or home, whichever shall result in the jesser distance.

Exceptions to the above are:

(11 Where such expenses are incurred by call back 10 work necessitating more than one
ri W ion on a normal work day or by reason of any call back or - work
on an empl ' ff.

{2) When travel to or from a commen carfier commencses or terminates one hour before or
onse hour gfter the regularly sch ggled work day or on a reqularly scheduled day off, distance may

be computed f in accordance with Section 599.631.
{3) When the criteria in $39.626.2 for rernote headquarters are mef.

{d} When an ermploves's regular wark assignment requires him/her to rotate amona twao ar
more posts or work stations at different geoqraphic locations and he/she ig instructed 1o report to.a
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degipnated post, the reimbursable distance from his/her home to the designared post and return
shall be limited 1o that which exceeds the round irip distance from hig/her home to his/ber

designated haadquarters. Reimbursement shall be computed 3t the rate set forth under Section
$99.631.
{8} Np reimbursemént will be allowed faor transpartation expense when the emplovee yses

NOTE: Authority cited: Sections 19815.4(d), 19815 and 19820, Government Code. Reference:

Secti v
599.626.2, rs - Excluded Employees.

When the headquarters of a permanent, full-time emplovee is located 50 or more road miles
authorize payment of expenses incurred by an employse in the use of a privatsly-ogwned vehicle to

commute.
2l inting power iz required fo maintain records with repard 1o the logcation of the

nearest residential area with available housing and arnount of mileage 1o be paid. Any
reimbursement will terminate jmmediately upon the cevelopment of available housing within 50

il f headguarters.
(B) Reimbursement will be at the rate provided in ion . for distance driven
and authorized in accordance with ﬂ\ig rule and being in excess of 100 miles round trip.
e} he term "available housing~ ed in this subsection ig i '
to the quantity of housing available and not to its guality or cost,

{d) Distance will be computed from a location within the selecred nearest residential area
to the employee's work headquarters by the most direct road route and not the actual miles driven.

{e} If an emplovee's residence is not located in the designated residential area, but Is more
than 100 miles round trip from his/her remota location headquarters, he/she may be reimbursed for
travel from his/her residence or from the selected location within the designated residential area,

hicl is |

{fl Pavments will be authorized aonly if the appointing powsar has determined that the

W&m&mmmmmmw d car or v

(a) An employee whose headquarters is designated as remore and who lives in the
designated Eesiden;ial area who is required 1o report 10 a work site other than headquarters for a
particular dav. and who js required to use his/her own vehicle shall receive payment for the round
1rip from the designarted residential area 10 the wark site.

{h) An emplovee whose headquartergjwmxgm@d_vmgm&sﬁs_mgn_@,
miles from headayarters. who is required to report to a work site ather than headquarters for a
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particular day, and who is required to use his/her own vehicle shall receive payment for the round
1rip from hig her own regidence 1o the work site or his/her headguarters to the work site, whichever

is less.

{i} An employee whose headguariers js degignated as remote, who does not live in the
designated area bug lives more than 50 miles from hig/her headouarrers, who is required to report to
a work site other than headguarters for a particylar dav and who is required 1o use his/her own
vehicle shall receive payment far the actual round-trip distance by the most direct route, not 10
gxceed:

(1) The distance from the desianated residential area 1o the worksite, or

{2) The distance from the emplovea's headgusarters 10 the work site, whichever is greater.

NOTE: Authority cited: Sections 19815.4(d), 19818 and 19820, Gavernment Code. Reference:

Secrion 11030, Government Code.

599.627.1 Specgial Transportation - Excluded Employees.

{a) Where it is autherized and necessary 1¢ hire special conveyances, excent automobiles,
a full explanation, stating the facts constituting the riecessity, shall accompany the expense claim.
{b} Commercial Automobile Rental.
{1} Reimbhursement will be for actual and necessary costs of such rental when
substantiated by a receipt. Where it is negggsar! to pay_extra charges or premium rengal rates for

alarger vehicle or one that is specially equipped, 8 full explanatien §h§ll accompany the expense
claim. Reimbursement of the additional expensges shzll be subject to approval by the appointing

owWe

{2) Reimbursement will not be made for a damage waiver. Reimbursement will be made
1o the officer or employee for any loss necessarily sustained by bim/her net having purchased such
waiver.
{c] Where a privately owned bicycle i used in the conduct of official state business, the
employee wil w laim 4 cents per mile.
NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820, Gavernment Code. Refergnca:
ion vernment Code.

599.628.1. Transportation by Aircraft - Ex¢luded Employees.

In the determination of fare or mileage reimbursement for transportation by airplane, the

point of origin and return shall be an appropriate airport facility serving the area of the employes's

residence or headquarters, whichever is most advantageous for the State.

13
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transportation by scheduled airline may be allowed l'iwmammnu&ﬂmmnmx_g
facts constituting the official necessity, and aporoved by the appointing powsr,

{b) Privatelv-QOwned Aircraft. A claim of an employee for transportation by privately-
owned ai cg:mgnam. gllowed where he/she has ob wmm
ran i ny. If mploye act as pilor, he/she must sarisfy th

llowing insurance r iremn

{1} cenificate of current insurance in an armpunt of not less than $50,000 per person

liability,
(2) cenificate of current insurance In an arnount of not less than $1,000,000 liability per

{3) Reimbursement for the yse of the emplovee’s privately-owned aircrafr shall be made

at the rate of 50 cents per statute mile, Claims for reimburgsement for privately-owned aircraft
expenses must include the civilian airplane licen MMMWML

another officer, emolovee or member.

(A) Distance shall be compuyted on the basis of shortest air route from origin 1o
destination, using airways whenever possible. Distance shown _on claim_shall be clearly marked "Air
Distance.”

(B] When the trip is limited solely to state business and the "Ajr Distance” cannot

accurately be eomputed from origin to destination, the department director mav _guthorize

reimbursemgnt for the actual cosy of renting a plana,
{4) Reimbursement for use of a rented aircraft will be for actual and necessary costs of
such rental when substantiated by a receipt.

{A] Reimbursement will bp authorized onty for the size and type aireraft necessary 1o
complete the assignment.

{6] When substantiated by a receipt, reimbursement will be made for actual and necessary
expenses for landing and parking fees in connection with the use of the aircraff. Reim Qgrsemen;

vV rage or parking fees at the locarion where the privately-ow ft is

orm

{6} |If an emplavee is 10 act as pilot and carry passengers_hefshe must, in addition to

F iation Admini { ulations, have previously logged as a_certified pilot, a
250 hours of actual flight as pilot in command of an_aircraft, and bhave logqged, as a certified private
pilot in command of an aircraft, at least 40 hours of actual flight within the preceding 12 months.
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mplovea pil arried or intends to carr ay be required 1o presen

is stantiatin he requirements. Passen i

any person other than the pilot traveling ip the airgraft. An emploveg pilot who carries a passenger
bur fails ro et the above qualifications shall not be_reimburged for transportation expense, = -
{e) Pavment of Fare. Payment for transportation by aircrafy may be made by (1) cash, (2)

gredit card, or (3} ticket order. When payment is made by cagh, the travel expense ¢laim must be

mpanied by th 's flight coupon, in accordan i ion 599.625(a}(1). If no fli
coupan was issued, as may be the case with chartered or private aircraft, a formal receipt must be

submitted. If payment gg made by credit card or by ticket order, this should be noted-on the

travel expense claim.
{d) Air Travel Insurance. Any state agency may insure its officers and gmplovees against

injury_or death arising from aircraft accidents incurred while flving an state business in other than
regularly schaduled passenger aircraft, subjecrt 1o the following conditions:

{1) Insurance shall be provided enly to those employees who are dirgcted to fiv to fulfill
their work requirements. Insurance coveraae ghall not be provided when the use of a privately-awn
gircraft ig for point-1o-point ransportation and is a voluntary response from the emplovee, gven
though such use may be advantageous to the State. ‘

{2) Application for insuranca shall be submitted 1o, and the insurance procured by, the
Department of General Services.

{31 Except as provided in subsection (4) belowv, the maxirmum [’;mliz of such insurance shall
be $15,000 in the case of degath or dismemberment for each officer and employeg,

{4) For excluded employees, as defined_ in Section §§§.§.]§.1, the maximum limit for air

travel insurance shall be $50,000 in the case of death ar dismemberment for fficer and

employes,
NOTE:_ Auythority cited: Sections 19815.4(d), 19816, and 19820, government Code.
Reference: Secri nd 11030.5, Government Code.

599.629.1 Railroad Transportation - Excluded Emplovees.

{a} No more than getual fare on anv fransponation service, in accordance with the latest
riffs at the time the trip was made, shall wed. Special rates and round-trip rates ghall be

used whenever possible,
{b} Reimbursement for roometre or Pullman accommodations will be allowed. Where it is
necessary to use Pullman accammodations more expensive than 4 roornette, a full explanation
i onstituting the official necessity shall accormpan -] nse account t her
with § recaipt.
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{g) Unused portions of railroad and sleeping ear tickets are subject to refunds and all steps

necessary to secure refunds on such tickets shall be taken.

{d) Any ynusyal delay or a deviation from the _ghortest, usually travelled route shall be
explained.

(8) _Any expenses related 1o deporation will be reimbursed i nce with Federal
Immigration ization Service rules.
Section 599.619.

{q) Tickets for rail transportation or Pullman accommodations may be purchased by the
individual, by credit card, or ticket order. If purchased by credit card or by ticket order, this fact

should be noted on the individual's expense claim.
NOTE: Authority cited: Sections 198165.4(d}, 19816 and 19820, Government Code. Reference:

Secrion 11030, Government Code.

' 599.631.  Transportation by Privately Owned Automobile-Excluded Employses. An-excluded
\ is-defined in-Seotion-588-8 15451
(a}Where the excluded employee is authorized 1o use a privately owned automobile on

official state business a Wrate hall be of- up 10 24 cents per mile will-be-sHowed
without certification and up to 30 cents per mile with certification_that the cost of gperating the
vehicla meers or exceeds the rate claimed.. Claims for reimbursement for private vehicle expenses
must include the vehicle license number and the name of each state officer, employee or board,
commission or authority member transparted on the trip. No reimbursement of transportation
gxpense ghall be allowed any passenger in any vehicie gpg[ﬂ;gg by ang;hg; state officer, employee

LU. Expenses arising from travel hetween home and headquarters or garage shall not be

allowed, exce S provig 652 r 626.2, reqardless of the employe

fransporiation.
{2] When a trip iz commenced ar Terminated at a claimant’'s home on g _reqularly

scheduled work day, the distance travelled shall be computed from either his/her residence ot

whichever shall result in the lesser distance except as provided in 599.626.1(c).

{3) However, if the employee commences or terminates travel on a reqularly schaduled
day off. mileage may be computed from his/her resicdence.

{b) Where the exeluded employee’s use of a privately owned automobile is authorized for

travel to or from a common carrier terminal, and the automobile is not parked art the terminal during
the period of-abeenee fravel, the employee may clairn doubls the numbar of miles between the
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terminal and the employee's headquarters or residence, whichever is less, at a rate as defined in
Section 599.631(a), whils the employee occupies the automobile for the distance between the
terminal and his/her residence or headgquarters. If the employee commences or terminates travel
one hour before gr after his/her regularly scheduled work day, ar on a regularly scheduled day off,
milsage may be computed from his/her residence. H-tho-employee-torminates-travehone-hourafter

{¢) Al ferry, bridge, or toll road charges will be allowed with any required receipts.

{d} All necessary parking charges while on state business will be allowed, with any

requiired receipts, for:

{1) Day parking on trips away from the headquarters office and excluded employee’'s

primary residence.
(2} Overnight public parking on trips away from the headquarters and excluded

employee’s primary residence, except that parking sheuld shall not be claimed if expense-free
overnight parking is available.

(3) Day parking adjacent to either a headquarters office, a temporary job site or training
site, but only if the excluded employee had other reimbursable private or state automaobile expenses
for the same day. An exeluded employee may not prorate weekly or monthly parking fees.

(e) Gasoline, maintenance and reutire-automobile repair expenses will not be allowed.

(fi The mileage reimbursement rates include the cost of maintaining liability insurance at
the minimum amount prescribed by a law and collision insurance sufficient to cover the reasonable
valve of the automobile, less a standard deductible, When a privately owned automobile operated
by state officer, agent or axcluded employee is damaped by collision or is othérwise accid'entally
darnaged, reeserable reimbursement for repair or the deductible to @ maximum of $500.00 will be
allowed if: .

{1) The damage occurred while the automabile was used on official state business by
permission or authorization of the employing agency; and

{2) The automobile was darnaged through no fault of the state officer, agent or
employee; and

{3) The amount claimed is an actual loss to the state officer, agent or employee, and is
not recoverable directly from or through the insurance coverage of any party involved in the
accident; and

{4} The loss claimed does not result from a decision of a state officer, agent or employee
not to maintain collision coverage; and

(5) The claim is processed in accordance with the procedures prescribed by the
Department of Persennel Administration.

{g) Specialized Vehicles. An exetuded emplayee with a physical disability who must
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operate a motor vehicle on official state business and who can aperate only specially equipped or
modified vehicles may claim a rate of 24 cents per rnile without certification and up to 37 cents per
mile with cernification. Where travel is authorized 1o and from a common carrier terminal, as
specified in Section 533.6831(b) the employee may cornpute the mileage as defined in Section
599.831(b). Supservisors approving these claims must determine the employee's neaed for the use of
such vehicles.

NOTE: Authority cited: Sections 3539.5, 19815.4(d), 13816 and 19820, Government Code.

Reference: Section 11030, Government Code.

599.633.1 JYravel Reimbursements While on Sick Leave, Vacation, Other Paid Leave, or
Compensating Time Off (CTO) - Excluded Employees,

{a) Wm@mﬂ_ﬁmm away from his/her

acte RQGE glate Dy 5 appointing authority may approve such officer or
employee to claim relmbursement for actual travel expenses not to_exceed the maximums
prescribed by these rules during such sick leave, for a period nof to exceed three days. This vime
limitation may be extended in ynusual cases approved by the appointing power. when either the
emplovge is unable to travel, or when it is more economical for the state 1o maintain the employee
gn sick leave and travel siatus in order to complete the assignment,

{b) When a state officer or employee is authorized time off for vacation or CTQ while
away from his/her headquarters on state business, reimbursement for travel expanses dyring such

vacgation ar CTO shall not be paid.
[e)} The appainting power may make exceptions for employees on long term assignmepts

for long term lodging expenses only that are incurred at the Jong term location and will continue
NOTE: Authority cited: Sections 19815.4(d}, 19816 and 19820 v nt Code. Reference:

Section 11030, Government Co

599.633.1 Travel Reimbursements While on Sick Leave, Vacation, Other Paid Leave, or
e Off -E led Employees.

{3) \When a state officer or employee is granted sick leave while gway from his/her

headguarters for purposes of state business, the appointing authority may approve such officer or
employse 1o claim reimbursement far actual yravel expenses not to exceed the maxiraums

prescribed by these rules during such sick leave, for a period not 10 exceed three days. This time

limiratio xiended in unusual cases approved by the appointing power, when either the
employee is unable 1o travel,_or when it is more eco ical for the state to maintai mployee
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on sick leave i 5 in order 1o complete the assignment.

{b) When a state officer or emplovee is authorized time off for vacation or
from hi rg on sine reimbursement far travel expenses durin
vacartion o be paid.

{c) The appointing power may make exceptions for employees_ on fong term assignments
for long' term_lodaing expenses only that are incurred at the fong term location and will continue

ring the employea‘s absen

NOTE: Authority cited: Sections 19815.4{d}, 19816 and 19820, Government Code. Reference:

ion 11030 vernm

£99.635.1 _Arnending Conferences, Conventions -Fxcluded Emplovees
For the purposes of this rule a conference or convention is a meeting,_with a formal agenda, of

perzsons to discuss or consult on specific work related subjects with the purpose of exchanging

vigwe, providing lecture or dialogue or providing or gaining skills and/or information for the good of
the State.

{a). Under the direction of the Anpointing Power, a State Sponsored Canference or.
Convention is planned and arranged by ong or more gtate agencies for the benefit of the state
and/or outside parties for the gurnose. of conducting State business. Specifically excluded is any
event, meeting or aathering initiated by a state agency for qissemina;icn of information to ifs own

departmentral employees. . Costs and reimbursements for State Sponsored conferences are subject

10 the exclusians in {c) below. Approval for any individual employee's attendance or participation in
he sole discretian he a intin hority. _In planning and

contracting any State sponsored conference, consideration is to be given to State-owned facilities
and inter-agency meeting facilities, responsible schedulin st effective lodging and meal

expenges, awareness of the public perceprion of state emplovee acrivities, and the_overall mission
of the event.

[l Mgg]g Meals IhaI are determined to be an lngegral part of ;he conference may be

and consumed.

Conference glgnners may contract for the conference meals at reasonable meal rates and such costs
may be ingluyded in reqisyration fees for the event. Meals not included in registration fees or not
vide art of th nference will imbursable in accordance with 599.619. Meals

provided shall not be claimed or reimbursed.
{2) _lLodgina. Lodging may or may not be negotiated as a part of the conference packagae.

When it is appropriate to contracy for lodging, rates will ba negotiated in the best i

State, at the lowaest rate possible to a maximum of $110, and be based only on those individuals

13




Mmmuﬁmmwww n_of their fravel syatus

i 19.
{b] _Non-state sponsored conference or convention
(1) At the discretion of tha appointing power, and if not included in a registration fes or

otherwise provided. and subiect 1o the restrictions ir item (c), employees may be reimbursed for
actual meals and lodaing expenses included in the conference, supported by receipts. Meals and
lodging not contracted for the event shall be reimbursable at the rates set forth in 5$99.619.

21 MMEQ’ n of th inting power Wh.it&.ﬁﬂﬂtdﬂﬂ.ﬁ.ﬁmb_@_hﬂm_ﬁsm

fees ma
department and the costs ingurred.

{e} §ggcnflcglly excludgd from this rule are:

{1y j i riment for employees of that same department.

{2) Conference meals that are secondary to the business being conducted. or that are
pptional, or that are organized faor social purposes.

(3) Any acrivities or expenses related ro recreation, gports, entsrtainment or tourism.

{4) Any expense for alcoholic beverages.

'll.'

NOTE: Authority cited: Sections 19815.4(d), 19816, and 19820, Government Code. Reference:
Saction 11030, Government Code.

599.636.1 Return of Deceased Employees - Excluded.

When a state officer or emplovee dieg while travelling on official state business, reimbursement may
be claimed for actual and reasonable expenses incurred in_transporting, in_state, the remains to the

place of burial, lup to the amount necessary to return the remains) or 1o the official headquarters of
the deceased.  Clgims for the reimbursement of such expenses shall be submitted to the State

Controller by the person _responsible for payment of the funeral expenses. Each claim shall bear a

inting power that the employea was travelling on official state business at

the time [ s of llowing Wi idered n

expenses for which reimbursement will he made.
[3) In.all cases. regardless of rode of transportation:

{1} Telephone or telegraph charges for shiprnent arrangements.

{2} Transportation of the remaing to the funeral home and preparing the remains for

shipment.
{b) When a portion of the shipment is by common carrier.

{1) Transporation by comman carrier to the receiving point nearest the official hgadgiiarters

r pl ial in th w
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{2) TIransportation ong way from a fungral home 10 a sh|gg ng station and I;Qm the receiving

(3) Ourside transporfation case or metal transfer case as required.

{g) When shipment is made by funeral ¢oach slone, reasonable transportation costs for

il way, from the pick-up poin he gity § i fficial headquacrters of the y
‘ r 10 the place of burial in thar state, whichever is designated by the -

ible party.
NQTE: Authority cited: Sections 19815.4(d), 19815, and 19820, Government Code. Reference:
Sections 19849.3 and 19463, Government Code.
599.638.1 Expense Claim F - Excluded Employees.

{al No travel expense claim shall be paid unigss_sybmitted on a Travel Expense Claim,
Standard Form 262 or some other form approved by the Controller. All expanse claims shall be

itemized j he necessary receipts and supporting documentation and approve
the authorized officer(s). It is the responsibility of the officer approving the claim to agcertain the
necessity_and reasonahleness of ineurring expenses for which reimbursement is claimed _and that the

{b) Expense claims ghall be submitted at least once a month and not more than twice a
month. If the amount claimable for any month doggmgmm_ﬁmm_my_m@
until the total amount claimable exceeds $10 or until June 30, whichever occurs first, lglgvgg
expenses claimed for July 1 and beyond must ba on a separate Irgvvgl expense claim from those
claimed for June 30 or earlier. Expense claims toraling less than $1 shall not be submitred or paid.

{c] Each officer and employee making a ¢lairn for travel expenges must show the inclusive
dates of each trip for which allowances are claimed and the times of departure and return. Time of
geparture and return means the time emplovee starts from or returns to his/her office or, when .
leaving on a trip or returni ip wi ing 1o the office, his/her home,

{dl Each officer and emgloyee must state the purpose of each trip for which reimbursement

is _clai for w r rsement is_claimed under Sections 599.622.
589.623.1 or 599.635.1.

(e} | Each stare officer and emplayee must show histher headquarters addregs and primary
dwelling address on the Travel Expense Claim. Emplovees claiming subgsistence expenges pursuant ‘

1o Section $99.619.1(b)(1) will shaw their headquarters address as the address of their primary

dwelling. :
f} Each claim for the payment of travel expenses shall contain a certification as follows: |
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h abova is g true state enses incy

nerep :l d s : 3. 32V A
accordance with Department of Personnel Administration regulations in the service of the State of
California, and that all items shown were for the official business of the State of California.

NQTE: A i ited: ions 19815.4 19813, and 19820, Government Code. Referenca:

Section 11030, Government Coda,
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PML 95-050 ATTACHMENT B

1996 EXCLUDED EMPLOYEE RELOCATION RULE
REVISIONS - SUMMARY

Attached are the proposed excluded employee rule revisions. Currently, the only rule dedicated to
excluded employees is 599.722_ That rule will reflect the strikeouts and underscores of the revisions.
All other relacation rules are currently generic, applying to both represented and excluded employees.
The new rules that are completely underlined are based on the numerically corresponding existing rule.
For exampls, 599.714.1 Scope - Excluded is based on the generic rule 599.714 Scope. This summary
will help you pick out the actual changes in those rules that are totally underscored.

This package does not contain rules that apply to represented emiployees or non-state employees such
as those being newly hired into state service.

599.714.1 - Scope - Excluded Employees

(a) Language added for clarification purposes.

(b) Establishes specific conditions under which the reimbursement of 100% of allowable
relocation expense is mandatory, adds new distance requirement of 50 miles plus old
commute, deletes obsolete 35 mile reference. Removes transfer after receipt of layoff
notice from 100% mandatory reimbursement.

(c) Language changed for clarification purposes.

(d) Adds to the program the feature of partial to full reumbursement of relocation
expenses for those appointments that do not rneet the criteria for mandatory 100%
reimbursement under revised (a) and (b), but are deemed by the appointing power to be
of sufficient benefit to the State to justify incurring some or all of the costs of the move.

Note: Additional management role in partial relo reimbursements:
-determination of which items and how much
-completion of detailed authorization for partial reimbursement
Additional administrative work on partial relos:
-somewhat higher level of review than 100% reimbursements
in matching claims with authorization

5989.715.1 - Reimbursement of Miscellaneous Expenses-Excluded Employees

Minor language changes to accommodate receipt requirement (current policy) and
establishes a time frame for incurring reimbursable expenses. Other edits for clarification

only.




599.716.1 - Reimbursement for Sale of a Residence - Excluded Employeas

Adds clarification language to reflect current policy that commissions and fees will not
be paid to employee, members of household or spouse's emplayer. {current policy)

599.717.1 Settlement of a lease- Excluded Employees

(a) Provides 9 months to submit claim, no extension, previously 6 months with 3 month
extension of approved by DPA. (eliminates an exception process)

(b} Extends rule to include reimbursement ta a maximum of 30 days penalty on a month-
to-month rental agreement if the State gave the employee insufficient notice of

relocation to avoid penalty. (new)

599.718.1 Expenses for Moving Household Effects - Excluded Employees

Loosens definition of household effects, gives appointing power discretion to approve
other items to be moved with household goods. Appointing power may approve weight
over 11,000 lbs up to 23,000. Establishes maximum allowable state paid weight at

23,000 Ibs.

Note: Adds flexibility to move items not amang the list of "household goods",
which adds another type of exception (will revise 256)

599.719.1 Reimbursement for Moving Household Effects - Excluded Employees

Restricts movement of household goods to no more than 50 miles beyond the new
headquarters and no out of state or out of country moves unless approved by apptg.

"~ power.
(a) Increases valuation for insurance, Provides that additional weight in excess of 11,000

Ibs may be approved by the appointing power, to a maximum of 23,000 Ibs, (currently

delegated)
-{b) Increases rate at which a commercial quote is required for a self move in a
commercial vehicle from $§300 to $1000, reduces number of commercial quotes from 3

to 1
(c) Adds option of claiming the State rnileage rate if moving household goods exclusively

in one's own private vehicle.
(d) Adds time limit for submission of claims.

Note: provides employer discretion on moves beyond headquarters,
greater employee flexibility on self moves, places exception process
at department level.

SPECIAL NOTE REGARDING PARTIAL REIMBURSEMENTS:
If only a portion of the cost of the movement of household goods is going to be




reimbursed, the department must not issue the STD 255, Moving Service Authorization.
The employee is required to incur the expense of the movernent of household goods and
then submit a receipted claim for reimbursement. The Moving Service Authorization form
tells the movers that the State will pay the moving bill directly; no payment is required of
the employee, except for disallowed items or excess unapproved weight. Thus, the form
should only be issed for moves that require 100% reimbursement and for those others

that the department has committed to pay 100% of the cost of moving the household

goods. ,

599.720.1 Reimbursement for Movement of a Mobile Home

Increases $2,000 limit on tear down and set up to $2,500; may be exceeded by
exception of Appointing Power.

Allows for separate shipment of household goods if most economical method.
Provides for reimbursement of gas receipts on self move.

Adds time limit for submission of claims.

599.722 Relocation Subsistence and Mileage Reimbursement - Excluded Employees

By reference to 599.619, for meal and lodging reimbursements, this rule eliminates non-
receipted lodging rate of $24.99 accompanied by full meal/incidentals.

In order to claim full meals, a lodging receipt must be submitted for lodging expenses.
Otherwise, the noncommercial rate may be claimed.

Clarifies "permanent residence”.

provides for up 10 30 days extension after 60 days of meals and lodging whlle looking
for a permanent residence at the new location, providing the employee has not c¢lairmed
the dollar equivalent of 60 days full meals and lodging;

provides for up to 14 days meals and lodging for pre-move house-hunting, on employee's
own time; number of days reimbursed to be deducted from the 60 days after move.

599.724.1

minor clarification language only.

v
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PML 95-050 ATTACHMENT B

DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 7. Moving and Relocation Expenses

599.714.1 Scope - Excluded Employees.

{a) Whenever a permanent state officer or einplovee is required by any appointing
power begause of a chanae in assignment, promotion or other reason related to his/her duties, 1o

change hisfher place of residence, such officer, agent or employes shall receive reimbursement of

hig/her actual and necessary moving and relocation expenses incurred by him/her both before and
after and by reason of such change of residence, suhject {g the provisions and limitations of this

b) Eor the purposes of this article, a mova eccurs on the official reporting date to thae
new headgquartecs, and when a chapge in residence is reagsenably 1o be required. Relacation shall be

paid, when the following copditions are met;
{1 The officer's or employee's officially designated headquarters is changed for the

advantage of the State, which includes the following: .
{A) A promotion offered by any appointing authority, not including those movements
ha mplovee co ke through tr reinstatement or reemplayment eligibility; or

{B) © An.involuntary transfer initiated by ajg at the discretion of the appointing authority,
Q) Any involuntary transfer required 1o affect a mandatory reinstatement following:
) _ rermination of a career execulive or exempt appointment
iy leave of absenge

{l)  reiection from probation
D} any involuntary transfer required 1o affect a mandatory reinstatement following the

expiration or involuntary termination of a temporary appointment, limited term appointment gr

training and devslopment assignment when:
] the emplavee did not rejocate ta accepr the appointment or assignment, or

. the emplovee did relocate, at State_expense, 1o accept the appointment gr
2) The move must be_ a minimum of $0 miles plus the number of miles between the aid




resi hg o rs.

3 Relocations that meet the above criteria will be fully reimbursed 10 the extent ang
limitations in thig article. .

{c] A chanqge of residence is n1ot deemed reasonably 1o be required for voluntary
transfers or permissive reingtatements, with or without a galary increase, in response to general
requests i ecify tha Vi location expenses will not be paid, or for any non-

) When an appointient does not meet the criteria in (a) and (b) the appainting power
may, at his/her discretion, determine in advance that it is in the bast interest of the State 10
reimbuyrse all or pary of the actyal reasonable and necessary relocation expenses provided in this
article as an incentive 1o recruit employées 1o positions that are designated by the appeinting power
as diffieult 1o fill or because of outstanding qualifications_of the appointee, or due to unusual and

unavoidgble hardship 1o the employee by reason of the change of residence.

(1} Relocations that meet this criteria shall be reimbursed only for the items in this
articl ifically authorized inting power and may b i urther limitations
designated by the appointing power.

2} Lpon determination that any reimbursement will be made, the appeinting power
shall: :

A} Determine which provisions will apply to the relocation and establish any additignal
limitations to those provisions such as dollar limits, weight limits or time limits.

B} Notify the e in_writing, of specific allowable reimbursements prior 1o the
mova.

(e} Reguirements and limitations specified in this article may not be waived or exceeded
by the appointing power.

i Unaythorized relocation expenses and relocation expenges incurred prior to receipt of
a_written notice of allowable relocation expenses are_the responsibility of the employee.

NOTE: Aurthority gcited: Sections 19815.4(d}), 19816 and 19820, Government Code. Reference:
Section 19841, Government Code.

599,715.1. Reimbursement for Miscellaneous Expenses - Excluded Employees.

An uffiggf or emplovee wha is required 1o change hig/her place of residence according to
Seclion £99.714.1 may receive reimbursement for up ro $200 for miscellaneous_expenses upon
submiftal of documentatian of the payment of all such expenses and certification that the expenses
wers related 1o dissolution of the old household and/or the establishment of a new household and
were not otherwise reimbursed.




{a) Reimbursement for the ingtallation and/or connection of gppliances or antennas
purchasaed after the change of residence ghall be allowed provided ro clairn is made for installation

and/or connection of a gimilar item in the mmovement of household goods, and _ingtallation and/or

nnecrion rg within six S he establishment of a new residence.
(b} Deposgits are not reimbursable.
+ _Authori ited: ions 19815.4(d), 19818 2 vernment Code. Refere

Section 19841, Government Coda. : -

599.716.1 Reimbursement for Sale of 3 Regidence - Excluded Employee.
{a) Whenever g state officer or emplovee is required, as defined in Section $39,714.1
MMW&QWM&&MMM@

he m e shall b nly for zctual and necessary selli
derermined by prevailing practices within the area of gale. Claims for reimbursement must be
substantiated by the seller’s closing escrow staternent and ether pertinent suppontive documents.
ller's points are not eligib i rsement. Claims will include only those items which are
listed in the followi ection.

b} Actua! and necessary selling costs are:

1) Brokerage ¢commigsion; and

2) itle | nce; and

{3)  Escrow fees: and

{4) Prepayment penalties; and

{5) Taxes, char fixed by local aurhority required to co m le of
the residence: and

{6} - Miscellaneous sgellers costs cugtomary 1o the area, not 10 exceed $200,

{c}) Actual and necessary selling costs will be reimburged for that portion of the dwelling
the employee actually occupies if the emplovee or officer owns and resides in a i-fami
dwelling,

{d) igsi nd fees will not be reimbursed i

mployee' ouse_or the ! r ny member of the_household.
{s} Claims for the sale of g residence musgt ba submitted within two vears following the

dats the officer or emplovee reports to the newy official headguarters. No gxtensions will be allowed
thereafter.

) Rebates to emplovess will be deducted from the claim prior to reimbursement.
NOTE: Authority cited: Sections 3517 A(d), 19816 and 19820, Governmeént Code.

Reference: Section 19841, Government Code.




(1) Reimbursement shall not be allowed if jt is derermined that the officer or emplovee
W _or ve kn nsfor acecording to Section 599.714.1 was

imminen ntering i ase agr

21 Claims for settlement of 3 lease shall inclyde a lease agreement signed by both the
-emplovee and the jessor, and shall be itemized and submitted within nine months following the new
reporting date.

(b} If an employee is required under 599.714.1{a) to change his/her piace of residence
and such notice to the emploves ig insufficient 19 provide the emplovee the notice period reguired
by a month to month rental agreement, reimbursement mav be claimed for the number of davg

enal id by the 0 a maxj f 30 cal S.

[&}) Reimbuyrsement shall not be allowed for davs that the employes failed to norify the
landlord a ificarion b mployer of assignment.

2) Claims shall be accompanied by a ¢gpy of the rental agreement, an itemized receipt
for nalyy an me and ad f the individual or company to which the rental penalty

bag been paid.
le) No reirpbursement shall bg made for forfeiturg of cleaning or secuyity deposits, or for
repair, replagcement or damages of rental property.
TE: Authority cited: Section .4({d), 19816 and 19820, Government Code. Reference:
Secti 841, Governm Code.

599.718.1 Expenses for Moving Household Effects - Excluded Employees.

{a) For the purpose of these reaulations, household or personal effects include items such
as furniture, clothina, musical instrumants, household appliances, food, and other items which are
usual or necessary for the maintenance ef one household.

{b} Household effectg shall not include items connected to a for profit business, items from

another household, items that are permanently affixed to the property being vacarted or jtems that
would normally be discarded or recveled.
c) At the discretion of the a inti ower, ather items may be considered household

4




effects based on a consideration of the estimated cost of the move and a review of the items listed

MMWM&% hose described hat have not
4y 5 he regponsibility of the employes,

NQTE Au;hopg cited: Sections 19815.4(d), 19816 and 19820, Government Code. Reaference:

Section 19841, Government Coda.

99.719. Reimbyrsement for Moving Household Effects - Excluded Emplovees.

im lHlowed for the ¢ of movin m

mmercial housgh al r he employee. Reimbursements under this rule shall not
Mﬁmmmwumﬁ_m__t_ﬁd from the old residence 1o the new

BO miles unless the appointing ay ig1e hat a longer move is in the

best interest of the State. Any additional expense associated with an interstate or intercountry
meve shall be approved in advance by the appainting powser. No reimbursement will be allowed for

the hiring of casusl labor.
{a) When the employee retains a cornmercial mover, reimburserment for actual and
necessary expenses incurred by a commercial mover under this article for the packing, ingurance,

orage-in-transit (not including warehouse handling charges excent
when required by interstate tariffs), one delivery, unnacking, and installation at the new location of
an employee's household effects shall be allowed subject to the following:
(43 i hold effects for which expenses may be reimbursed shall not exceed

5,000 kilograms (11,000 pounds).
{2) Duration _of storage-in-fransit for ich gharges mav be reimbursed shall not exceed

less a fonger period of syorage is_approved in advance b

authority based on hardship to the employee.
3] Rates at which reimbursement is allowsd shall npt exceed the minimum rates, at the

minimum_declared valuation, established by the California Public Urilities Commission for household
goads carriers, unless a higher VMWMMM

“ Cost of insurance for which reimbursement is allowed shall not exceed the cost of
insurance coverage at $ 2.00Q valuation for each pound of household effacts shipped by household

goods carrier, .
5) Claims for exceprions to the 11,000 pounds statutory limit will be ¢onsidered by the

appointing authority, up to a maximum of 23,000 pounds, only when ir has been determined that

every reasonable effort had been made to conform 1o the limit. Exceptions to the number of pick-
ups and deliveries may be made by the appointing power when it is reasonably necessary and in the

)




in h

(&)  When the emplovee dogg not_retain & commercial maver, reimbursement shall be
allowed as follows for expenges related to the movemen mploye is/her househol
effects in a truck or trailer.

(&) Rental of a truck or trailer from a commercial egtablishment. When not included in
artons and protective pads will be reimbursed. If the rotal costs exceed $1,000 the claim must be
accompanied by at least ope written comymercial rate quote. Reimbursement will be made at the
rate {including gasoline} which results in the lowest cost; or

{2} Mileage reimbursement at the rates provided in Section or $99.631.1(b) for

noncommercial privately-owned motor vehicles used in transporting the employge's household
effects.

Reim nt for m han one trip by the method dascribed in {b}{1) or (2) above
ma lowed if loyee's a has determj hat the to would be | n the

oSt © vement b mmercial hold good igr.
{c} If household goods are moved exclusively in the employee's personal vehigle,

reimburgement for mileage may be claimed at the State mileage rate. No other mileage or moving
expense shall be allowed.

{d) All claims for the reimbursement of the maovement of household aoods require
receipts. Unless an exgaption is granted by the appointing authority, claimg shall be submittad no
later tha rs and 60 from_the effective date of appointment or 15 davs priar to voluntary

geparation, whichever is first.
NOTE: Authority citad: Sections 19815.4(d), 19816, and 19820, Government Code. Reference:

Section 19841, Government Code.

599.720.1 Reimbursement for Mavement of & Mobile Home - Excluded Employees.

Eor the movement of a_mobile home which containg the household effects of an officer or
employee, ang_has served as thie emplovee’s residerice at the previous location at the time of
notificgtion of relocation, reimbursement wvill be allowed as follows:

{a) Where transportation of the trailer co is by a commercial mobile ho ransporter

and receipts are submitted:
1) Eor 10lls, raxes, charpes, fees or permits fixed b or lacal harit
required for the transportation or assembly of trajler coaches actually incurred by the emplovea,

2) Charges for disassembly and asgsembly of the wrailer, ingluding but not fimited to,
disassembly_and assembly of trailer, skirts, awninas, porch, the trailer coach itself and other

8




iscellane docum d, iterni xpenses r | 10 the dissolution of the old household and/pr

the establishment of the new housebold, up to $2,5600 upless an exception is approved by the
appointing power. .
3 Reimbursement will ba allowed for tha actu orted voucher of re

and installation of wheelg and axlag necessary 19 comply with the requirements of Chapzer 5,
Aricle 1 of the Califorpia Vehicle Code.
4 Three competitive bids ghall be obtained and reimbursement will be approved art the

lowest bid. Based gn information documenting the attempt to obtain three bids as provided by the
gmplovee, the appointing power may waive the threg¢ bid requirernent.
{5) Reimbursament received under this section preclude ditional rej rsemen

f iscell xpen r Sect .715.1.

{6) Mavement of the trailer coach at rates nof exceeding the ryinimum rates established
by the California Public Utilities Commission for mobile home transporters:

[¥A) Chargeg at P.U.C. minimum rates to obtain permits identified above;

{8) orage-in-transit for u calendar P.U.C. minimum rates
extension is approved by the apnopinting authority.

(b} Whaera yransportation of the coach is by the employse, expenge may be claimed for a
one-way trin by submiming gasoline receipts.

{c) Reimbursement will no lowed for:

1 Purchase of parts and materigls except for thoga itams necessary 1o comply with
minimum requiremnents of the California Administrative Code, Title 25, Chapter 5.

2} Repairg including tires and tubes, and breakdown in transit,

3) Costs associated with maintenange ¢r repair of the trai ach.

{4) Costs for gaparate shipment of household househ oads carrier
less that | rmined mast ec ical_ method of transoort.

{5} Costs associated with rthe movement of handling of wermanent stryctures.

d) All claims related to the movement of a trailer coach and the household goods

thereip_require receipts and shall be subrnitted no later than 2 years and 60 days from the effective
ate of intment, or 1 s prior 10 ary separation, whichever is first. No extensionsg wvill

be granted.
NOTE: Authority cited: Sections 19815.4(d), 19816, and 19820, Government Code. Reference:

Section 19841, Government Code.
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599.,722. Relocation Allowanee Subsistence Reimbursement and Mileage --Nenrepresented
.Eﬁlg_d_eg Emalovees

{a) If eligible under Section 699.714(a), sn officer or employee shall be reimbursed far -
actual lodging, supported by a receipt, and meal and incidental expenses in accordance with and not
to exceed the rates established in Section 599.61%aj{1) and (2)—or-588-818{e}{1}-o-588-61-8()
while locating a permanant residence at the new location. A—reeeipt-s—required-forany-iter-of
expensa-i-excess-of-$24-08-_ Emplovees who do not furnish regsipts for lodging may be
reimbursed for noncommereial meals and noncommeycial lodging in_accordance with $99.619(b), A
permanent rasidence is typically an abode that is purzhased, or rented on a manthly basis, of a type
that provides leng-term living accommadationg, where any utilities are hookgd up (gas, electric,
cable, phone), and mail is deliverad. Areeeiptisreqisired-forany-item-of-expensein-excess-of
$24:08- '

(1) Fhe-allewanee Reimburgement may aet be claimed for mere-thar up to 60 days,
unless except an extension of up to 30 davs may be granted when the Direeter-of-the-Departrnent
of-Persornel-Adeinistratien- Appointing power has determined in advance that the delay of change
of residence wHl ig a result i of unusual and unavoidable kardship-for circumgtances that are
bayond the control of the officer or employee, anrd-cletermiredtThe maximum sllewanee
reimbursement to be received by said officer or emplayee shall not exceed the gquivalent dollar,

amoun 0 days of full meals, incidentals, and recei {odging.

(2) Interruptions in relocation caused by sick leave, vacation or other authorized leaves
of absence shall be reimbursable at the option of the employee providing the employee remains at
the new location and is actively seeking a permanent residence.

(3) The relocation allewanree subsistence reimbuyrgament shall terminate immaediately
upon establishment of a permanent residence. ‘The department- appointing power shall detarmine
when a permanent residence has been established.

4) Partial days shall count as full davs for the purpos mputing 0-da
{b) Upon anproval of the Appeinting Powsr, meals and/or lodging Eexpenses, for up to

fourteen daysg, arising from trips to the new location for the sole purpose of locating housing shall
be reimbursed in accordance with Section 5993.613{a)(1} and (2), or 589.819(c}{1), or 599.619(d).

Clajmg for reimbursement of meals/lodging expenses in_this item are limited to those incurred afrer
of form ritten authorization for relocation and prior to the effeglive date of appaintment.
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The period claimed shall ba included in the computation of the 60-day relocation period.
{c] Reimburgsement for travel from the old resi o w _head rs may b
claimed one wav one time and shall not exceed the mileage rate allowed in 599.631(a).

Note: Authority cited: Section 3539.5, Government Code, Reference: Section 19841,

Government Coda.

599.724.1 Payment of Claims for Moving and Relocation Expensgs-Excluded Employees.
{a) The Department of Personnel Administration ghall be regponsible for pregeribing any
specific procedures necessary for effective and econemical operation of this article. Clajmg shall be
ade o horiz fms, s uled in ormal manner and sybmitted throyah regular ¢hannels
rthe State rrofle aymye ims must be substantiated by invoices, receipts or othe
{b) Agencies may contract directly with the carrier for movement of household effects
of officers and emplgyees ar state expense, syhject 1 the same restrictions as if the shipment wag
arranged by the officer or emplovee and reimhyrsed by th e.
(9] if the change in residence results in the salary of the officer or employee being paid
a diffarent appointi ower llowable moving and cation ex s shall id by the

new appointing power except whers the old appeinting power agrees to pay all or part of the
expenses allowable under this Articla,
{d) Each department shall be responsibla for insuri upon natice to th

fanim ing mav. apy of rules a_given to the afficer or emplovee,
{8) When exceprions have been granted by an appointing authority, the written

justification of thoge exceptions shall be maintained with the applicable claims.

NOTE: Authority cited: Sections 19815.4(d), 198185, and. 19820, Government Code, Reference;
~Section 19841 and 19842, Government Code.
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